EMPLOYEE 
INFORMATION 


/dlbcrra 

GOVERNMENT  SERVICES 


INTRODUCTION 


The  Alberta  Government  is  the  major  employer  in  the  province.  It  de  - 
pends  on  its  public  service  in  some  27  departments  and  agencies  to  pro- 
vide services  needed  by  a rapidly  growing  population  which  now  numbers 
about  1.7  million. 

Government  employees  enjoy  a stimulating  work  environment  with  excel- 
lent benefits  and  working  conditions,  many  of  which  are  negotiable  be- 
tween the  government  and  the  Civil  Service  Association  of  Alberta,  the 
employees'  official  bargaining  agent.  These  employment  features  are 
described  briefly  in  this  pamphlet  but  since  some  are  subject  to  change 
through  negotiations,  the  current  Master  Agreement  booklet  should  be 
consulted  as  the  final  authority. 


APPOINTMENT  AND  PROMOTION 


The  government,  by  adhering  to  a merit  policy  of  recruitment,  selection 
and  promotion,  strives  to  attract  and  retain  the  most  suitable  and  best 
qualified  persons. 

Recruitment  of  personnel  is  achieved  through  job  competitions.  Follow- 
ing is  a brief  description  of  what  is  involved. 

Advertisements,  describing  the  positions  and  required  qualifications, 
are  carried  in  various  public  media  and  in  job  bulletins  posted  in 
government  buildings  throughout  the  province. 
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Candidates  are  invited  to  apply  by  a specified  competition  closing 
date.  After  the  deadline,  a selection  is  made  from  among  the  quali- 
fied applicants. 

This  procedure  ensures  equal  and  fair  opportunity  for  all  applicants 
as  well  as  protecting  the  integrity  of  the  public  service. 

The  first  three,  six,  twelve  and  eighteen  months  of  employment,  de- 
pending on  the  position,  are  probationary. 

The  probationary  period  is  the  final  stage  of  the  selection  process 
and  provides  ample  time  for  both  employee  and  employer  to  ensure  the 
right  decision  has  been  made. 

If  either  party  becomes  dissatisfied  during  this  period,  employment 
may  be  terminated  without  obligation  or  recourse. 

The  probationary  period  may  be  extended  up  to  3 months,  in  which  case 
weak  points  will  be  pointed  out  and  suggestions  made  as  to  how  per  - 
formance  can  be  raised  to  the  required  standard  for  permanent  em  - 
ployees. 

All  employees  are  encouraged  to  pursue  a career  within  the  public 
service  by  competing  for  promotional  opportunities  which  are  con  - 
tinually  occurring. 

Advancement  is  on  the  basis  of  merit.  What  counts  is  quality  and 
quantity  of  work,  no  seniority. 
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HOURS  OF  WORK 


The  normal  working  hours  for  government  employees  are  from  8:15  a.m. 
to  4:30  p.m.,  which  includes  an  one  hour  lunch  break  and  two  15  minute 
rest  breaks.  However,  several  departments  have  implemented  such  in  - 
novations  as  flextime  and  the  four-day  compressed  work  week. 

Flextime  permits  each  employee  to  set,  within  certain  limits,  his  or 
her  own  working  schedule  and  the  four-day  work  week  simply  involves 
working  extra  hours  each  day  to  make  up  the  required  time. 

Field  and  trades  staff  work  an  eight  hour  shift,  with  institutional 
staff  working  a 7-3/4  hour  shift,  for  five  consecutive  days  or  as 
otherwise  specified. 


FRINGE  BENEFITS 


Holidays  and  Vacations 


Permanent,  full-time  employees  are  entitled  to  12  statutory 
holidays  a year.  If  required  to  work  on  a statutory  hoi i - 
day  employees  eligible  for  overtime  receive  time  and  one-half 
for  the  hours  worked  plus  one  day  off  in  lieu. 

An  annual  vacation  of  15  working  days  (normally  three  weeks) 
is  granted  after  each  calendar  year  of  employment;  this  is 
extended  to  20  working  days  after  10  years  of  service  and 
25  working  days  after  20  years  of  service. 


- 4 - 


Most  employees  completing  less  than  a calendar  year  may  take 
a vacation  in  the  following  calendar  year,  based  on  the  en  - 
titlement  of  1-1/4  work  days  per  month. 

Maternity  Leave 


An  employee  shall  be  granted  leave  without  pay  up  to  six 
months  providing  she  has  completed  one  year  of  continuous 
service  at  the  time  of  application. 

Special  Leave 

The  circumstances  are  outlined  in  the  Master  Agreement  in 
which  an  employee  may  be  granted  special  leave  at  his 
regular  rate  of  pay. 


Sick  Leave 


Income  is  protected  with  excellent  benefits  in  the  event  of 
a mild  or  serious  illness.  Separate  provisions  are  made  for 
"casual"  leave  (three  days  or  less)  and  "general"  leave 
(more  than  three  days). 

Each  employee  is  entitled  to  ten  work  days  of  casual  leave 
per  year. 

General  leave  benefits  are  allowable  to  the  limit  of  60  work 
days  per  year,  and  the  ratio  of  days  paid  at  100%  of  basic 
salary  to  those  paid  at  70%  is  based  on  an  established  scale. 
All  60  days  will  be  paid  at  100%  in  the  sixth  and  subsequent 
years  of  employment. 


Long  term  disability  benefits  are  available  to  an  employee 
who  is  absent  beyond  the  limit  of  general  illness.  There 
is  a guarantee  of  70%  of  basic  salary  as  income  for  however 
long  the  employee  is  unable  to  return  to  gainful  employment. 
These  benefits  are  used  to  "top  off"  any  other  benefits  or 
income  received. 

Group  Insurance  Plan 

A group  term  life  insurance  plan,  based  on  salary,  is  a 
condition  of  employment  for  salaried  full-time  employees. 

The  Government  and  employee  share  the  premium.  Coverage 
for  each  employee  is  2-1/2  times  regular  salary  rounded 
out  to  the  next  highest  $1,000  up  to  a maximum  of  $40,000. 

Medical  and  Hospital  Insurance 

Alberta  Health  Care  medical  insurance  costs  are  shared  by 
the  government. 

Optional  health  services  coverage  at  group  rates  is  availa- 
ble through  the  Alberta  Blue  Cross  Plan  but  cost  of  premium 
is  not  shared  by  the  government. 

Workers1  Compensation 

All  employees  are  covered  by  the  Workers*  Compensation  Act. 
Compensation  is  provided  to  disabled  employees  on  the  basis 
of  75  per  cent  of  salary  for  employees  earning  to  $13,000 
or  at  a maximum  weekly  rate  of  $186.99  for  employees  earn- 
ing in  excess  of  $13,000.  During  the  period  of  the  employee's 
sick  leave  entitlement,  compensation  benefits  are  supplemented 


by  the  government  to  provide  the  employee  with  full  salary. 
Receiving  compensation  does  not  affect  the  general  sick 
leave  allowance  itself. 


PENSION  PLANS 


Public  Service  Pension  Plan 


The  Alberta  Government  provides  an  excellent  pension  plan 
which  is  based  on  salary  and  years  of  service.  Usually 
the  benefits  amount  to  five  to  six  times  what  an  employee 
contributes  to  the  plan. 

Immediately  upon  joining  the  public  service  all  male  and 
single  female  employees  less  than  age  60  must  contribute 
to  the  plan  as  a condition  of  their  employment.  Married 
women  may  participate  on  a voluntary  basis  and  may  join 
at  any  time. 

Contributions  are  at  the  rate  of  3.5  per  cent  of  the 
salary  up  to  an  annual  earnings  ceiling  of  the  Canada 
Pension  Plan,  and  five  per  cent  of  salary  earned  in  ex  - 
cess  of  that  limit. 

Normal  retirement  is  at  age  65.  There  are,  however,  pro- 
visions for  early  retirement  based  on  what  is  known  as  the 
"85  factor".  This  simply  means  that  when  you  reach  age  55 
or  older  and  your  age  plus  years  of  pensionable  service 
totals  85  you  may  voluntarily  retire  on  a full  formula 
pension.  An  employee  whose  pensionable  service  is  not  less 
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than  five  years  may  retire  at  any  time  after  age  55  on  a 
reduced  pension,  subject  to  approval  of  the  Pension  Board. 

A full  formula  normal  pension  is  two  per  cent  of  average 
annual  salary  - averaged  over  the  five  consecutive  years 
it  was  the  highest  - multiplied  by  the  number  of  years  of 
pensionable  service.  There  is,  however,  an  adjustment  in 
the  two  per  cent  figure  for  all  service  after  January  1, 
1966,  due  to  the  Canada  Pension  Plan  integration  factor. 

A normal  pension  is  a pension  guaranteed  for  life  or  a 
term  of  five  years,  whichever  is  longer. 

Instead  of  a normal  pension,  a retiree  may  elect  to  receive 
an  alternative  type  of  pension.  Alternative  pensions  in  - 
elude  Guaranteed  Term  of  10,  15  or  20  years;  Joint  Life 
pensions;  or  Single  Life  option.  Each  are  of  an  actuarial 
value  equivalent  to  the  normal  pension  but  in  most  cases 
provide  greater  protection  for  you  in  retirement. 

The  plan  also  includes  disability  and  death  benefits.  If 
your  pensionable  service  is  not  less  than  five  years  and 
you  become  disabled,  you  may  retire  at  any  age,  subject  to 
the  approval  of  the  Pension  Board.  In  the  event  of  death 
in  service  after  having  established  at  least  five  years  of 
pensionable  service,  your  widow  or  widower  is  entitled  to 
receive  a pension  for  life.  If  you  have  less  than  five 
years  of  service  at  death,  your  widow  or  widower  is  en  - 
titled  to  double  your  pension  contributions  and  accumulated 
interest. 
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All  of  these  benefits  are  outlined  more  fully  in  the  booklet 
"Your  Pension  Plan",  available  from  departmental  personnel 
offices,  the  Personnel  Administration  Office,  and  the  Public 
Service  Pension  Administration. 

Canada  Pension  Plan 


All  employees  are  required  to  participate  according  to  the 
Canada  Pension  Act.  Benefits  under  this  plan  are  payable 
upon  retirement. 


STAFF  DEVELOPMENT 


As  manpower  is  an  organization's  prime  resource,  employees  are  encour- 
aged to  improve  their  skill  and  knowledge,  both  to  improve  performance 
in  their  present  position  and  to  prepare  themselves  for  advancement. 
Opportunities  are  provided  to  all  employees  to  attend  in-service  train- 
ing and  development  courses.  These  programs  include,  supervisory  and 
managerial  development  courses,  skills  training,  seminars  and  work  - 
shops.  Also,  the  staff  development  regulations  permit  select  employees 
the  opportunity  for  education  leave,  course  subsidization  and  a career 
assignment  program. 


CONDITIONS  OF  EMPLOYMENT 


Civil  Service  Association 


C.S.A.A.  membership  with  compulsory  dues  is  required  upon 
appointment  to  all  positions  in  the  bargaining  unit.  Wage 
employees  pay  on  an  hourly  rate.  Opting  out  of  membership 
for  religious  reasons  is  permitted  by  providing  the 
Association  with  a signed  statutory  of  declaration  out  - 
lining  the  objection  within  60  days  of  commencement  but 
dues  will  continue  to  be  deducted. 

Unemployment  Insurance 

Participation  in  the  National  Employment  Insurance  Plan  is 
compulsory  for  all  employees. 

Ci tizenshi p 


A person  who  is  not  a Canadian  citizen  must  have  Landed 
Irrmigrant  status  and  apply  to  the  proper  authorities  for 
citizenship  within  six  months  of  becoming  eligible. 


ENQUIRIES 


For  additional  information  or  clarification  contact  the  following: 


Alberta  Government  Employment  Office 
5th  Floor,  Melton  Building 
10310-Jasper  Avenue 
EDMONTON,  Alberta 

T5J  2W4  Telephone:  427-2751 
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Personnel  Administration  Office 
1101,  J.J.  Bowlen  Building 
620-7th  Avenue,  S.W. 

CALGARY,  Alberta 

T2P  0Y8  Telephone:  261-6427 


Personnel  Administration  Office 
401,  Professional  Building 
740-4th  Avenue,  S. 

LETHBRIDGE,  Alberta 

T1J  0N9  Telephone:  329-5420 


Or  your  department  personnel  office. 


NOTE:  Benefits  applying  to  management  employees  differ  in  some 

respects.  Please  refer  to  the  pamphlet  "For  Result 
Oriented  Managers",  available  from  the  above  addresses, 
for  details. 

The  information  contained  in  this  Bulletin  will  be  in  effect  until 
March  31,  1976,  but  due  to  negotiations  some  of  the  conditions  are 
subject  to  change. 


